
Certification Approval Process  
in FAITAS 

Step by Step with Screen Shots 
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Certification Application 
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Sign-in and you see your dashboard.   
Scroll down to see any Employee Training, Certification or 
Continuous Learning Point (CLP) requests to manage. 
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As you scroll down on the Dashboard page you will see your ability 
as a supervisor to manage the following employee requests. 

Selecting the employee listed under Certification Requests Pending Your 
Review, you will encounter the following: 4 



Clicking on a employee’s name will bring you to this screen.  This happens to be 
a Level II COR request for a certification.  Scrolling down on this page will allow 
you to see the information around the education, experience, and training that 
supports the request.  
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For instance, for a Level II COR certification a supervisor should be aware of 
the following requirements in order to process the request: 
 
Education:  No Education Requirements specified. Agency specific 
requirements may apply. 
 
Experience:  1 year of previous COR experience supported by such things as 
a resume, COR designation letter, or PD for current position with associated 
timing around all.  An upload by the employee of any of these forms of 
request can be viewed. 
 
Training:  OFPP memo ______ allows for up to four different options to 
support this particular request. 
Option I – 5 day classroom course 
Option II – see set of courses (some classroom, some on-line) 
Option III – see set of courses (all on-line) 
Option IV – see set of courses (all on-line)  
 
Any Option chosen will show all green checkmarks ( ) within the option 
blocks if the requestor/employee has completed the requirements for that 
option.  If all requirements have not been met you will see a red x-mark (  ) 
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This particular request uses Option IV and has a unique situation where-in you 
don’t see all green checkmarks ( ) within that option.  In fact you see a red x-
mark (  ) next to one of the option’s requirements.  Looking a bit further below, 
you see that the requestor/employee has uploaded a certification from DAU for 
that class.  It has not automatically processed yet but since you have the actual 
completion certificate you can complete/approve the certification request. 

7 



Having determined that all requirements have been met for the Option selected by the 
employee/requestor, you can scroll down to the approval/disapproval blocks as depicted 
below.  A supervisor can recommend approval, disapproval, or return to employee.  The 
latter two choices must be supported with remarks.   As it turns out this is an acceptable 
request and will be approved.   The supervisor clicks on “recommend approval”.   
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After, as supervisor, you recommend approval you will get this screen shot.  This 
provides confirmation that your recommended approval for the certification will 
now go to the appropriate acquisition career manager/certification manager.  For 
Small Agencies, this will be the 6 FAITAS “ACM Super Users”. 
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The ACM/Super ACM will receive an e-mail advising you that a certification 
request is pending your review.  
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As you scroll down on the Dashboard page you will see your 
ability as a Super ACM to manage the certification requests. 
They will be listed under requests pending “Agency Review”. 



As an alternative, clicking on the “Manage Certification Requests” 
provides a search function in the event you have many to search 
through. 
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Having determined that all requirements have been met for the Option selected by the 
requestor, you can scroll down to the approval/disapproval blocks as depicted below.  An 
ACM/Super ACM can approve, disapprove, or return to employee.  The latter two choices 
must be supported with remarks.   As it turns out this is an acceptable request and will be 
approved.   The ACM/Super ACM clicks on “Approve”.   
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After the ACM/Super ACM approves you will get this screen shot.  
This provides confirmation that the certification has been 
approved. 
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The employee and their supervisor gets an e-mail notification that the 
certification has been approved and can be printed/downloaded by going to 
the FAITAS site. 
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